Fiscal Year Crossover
Travel Claims through
Tpax

How to process a travel claim that
crosses over the beginning of the
next Fiscal Year...




Fiscal Year Crossover....

What is a Fiscal Year Crossover Claim?

When travel begins in September of any
calendar year and ends on or after October 1 of
the same calendar year.

This distributes expenses/entitlements of one
travel claim between both fiscal years.




Fiscal Year Crossover Cont’d...

Step 1: Input travel
claim as normal until
the Financial tab.

Click on “Modify
Accounting.”

In this example we will
use the travel dates of
Sept 15, 2006 through
Oct 30, 2006

What is the expected end date of travel for this travel autharization




Fiscal Year Crossover Cont’d...

An example of an | = 1 ¥ )
|t| ne I’ary Wh ere TOND: 1105456456456000
traveling from
Topeka to Saint
Louis crossing
fiscal years.

With this itinerary,
the system will pre-
compute the
lodging and tax
expenses by each
calendar day.

Actual Itinerary [ Reimbursables

Enter the number of miles between the depart location and the arrival location




Fiscal Year Crossover Cont’d...

I n th e re I m b u rS ab I e el OB Requestho:  NEW
section, the e
e X p e n S e S a r e Whats Authoize

charged to the FY e o
based on date E— AT

05 |TOLLS o0 |0 us

entered

[ I:I

Enter the purchased s

date

THIS IS
IMPORTANT!

Enter the date that this expense was incurred




Iscal Year Crossover Cont’d...

On the Calculations
tab you are split FY
year.

. Request for a Settlement Against an Order

Tatal Entitlement ’m
Deductions ’W
Partial Payments ’W
Amourt Payable lm
Ao [ o
Due Member ’m




Fiscal Year Crossover Cont’d...

%, Coast Guard Accounting

Click on the Financial Tab  |zmmg Rapetlly 0B
an d th e . M O d Ify BOAT, COASTIE T: w3
Accounting” button

Input the “first” FY
accounting line by entering
the FY in the appr code
field

= Example: “601” for Fiscal
Year 2006

Complete Accounting line

Tab to amount field
= Screen will auto change

Enter Object Class




Fiscal Year Crossover Cont’d...

. Coast Guard Accounting
1Jze : |0 Request Mo:  MEW

"ab/Return past
the Amount field to
the next line of :
accounting. A

Other

Enter the amount to be allocated to this classification




Fiscal Year Crossover Cont’d...

. Coast Guard Accounting

Note that you need to [
C h an C] e th e IaSt d | Cl |t BOAT, COASTIE T: w3

of the TONO to a 1 and

then change the “appr” |SESESEREIEEE

| ) | 1105455455456001 2 P T 23 |21 |0 |RA

code to next FY

Example: “701” for \
Fiscal Year 2007

The rest of the TONO
and accounting line are
identical.

Enter Dbject Class




Fiscal Year Crossover Cont’d...

. Coast Guard Accounting

Tab to the = e
(11 am O u nt” C O I u m n ’ BOAT, COASTIE T: w3
the screen will autqee===

change.

Input the “Total
Debits” amount
from the “Second
Year” column, the
click <Enter>.

Enter the amount to be allocated to this classification




Fiscal Year Crossover Cont’d...

. Coast Guard Accounting

W h e n yo u h It th e UseilD: User's D Requesthor  NEW
< E n te r> b u tt O n ’ BOAT, COASTIE T: W3 TONG: T106456456456000
the system will B =

11 T TR a0 W a0 426053

automatically
adjust the first year
expenses.

Click <OK>

Enter the TOND for this accounting classification




Fiscal Year Crossover Cont’d...

Your financial tab
will now show the
fiscal year
crossover
accounting.

Failure to follow
this process could
result in a delay of
payment.

Choose method of payment to be used to reimburse the traveler for these expenses
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